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ABSTRACT

This guide was developed by the Environmental
Protection Agency (EPA) to provide individual with information about
potential administrative careers with the agency. The brochure's
introduction presents an overview of the EPA and its involvement in
setting environmental standards, standards enforcement and
monitoring, and future trends in environmental protection. Subsequent
sections describe administrative careers in the EPA, give personal
accounts of a day in the life of an EPA administrator, list selected
job titles and duties, present EPA job requirements, and explain how
to apply for vacancies at the EPA. A list of EPA human resources
offices is provided. (MDH)
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OUR WORKFORCE AT EPA IS ONE OF GREAT

DIVERSITY. WHATEVER YOUR OCCUPATION, YOUR

INVOLVEMENT IS IMPORTANT AND NECESSARY,

i

AND YOUR EFFORTS ESSENTIAL TO FULFILLING

THE MISSION OF THE UNITED STATES

ENVIRONMENTAL PROTECTION AGENCY.
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PRESERVING OUR
FUTURE TODAY

EPA Highly

<Ml |, 1974, the Safe Drinking
Water Act (SDWA) authoriz
EPA to establish regulations
to limit the amount of various
substances in water used for
drinking.

g The 1987 Clean Water

Act amendments require certain
industries to "pretreat”

their wastewater so that toxic
chemicals and other harmtul
substances do not enter sewage
svstems that were not designed
to treat them.

% The new Clean Air Act

contains provisions for large
reductions in emissions of sultur
dioxide and nitrogen oxides
to corbat acid rain. The new
national goal for vear 2000 is to
reduce SOg emissions
nationwide by 10 million tons.

}'

& . The Resource Conservation

"% and Recovery Act regulates
hazardous waste from
over 200,000 generators, through
transportation, storage
and treatment to final disposal.
Hazardous waste handlers
must now clean up contamination
resulting from past waste
management practices as well as

from current activities.

-
‘;:',‘. Work is underway to reduce

municipal solid waste through a

combination of source reduction

and recveling measures.

X i The 1990 Farm Bill

could further reduce agricultural
pesticide use and enhance
environmental quality.

This includes promoting more
environmentally sound crop
rotation practices, promoting
research and education, and
providing incentives for Farmers
to adopt more environmentally

sound habits.
e e




We're a dvnamic team of diverse people dedicated to improving and preserving the
quality of the environment. ¢ The United States Environmental Protection Agency

(EPA) was founded in December 1970 to consolidate the government's environmental

INTRODUCTION TO EPA. ..

regulatory activities into a single agency. Over the past 20 years, EPA has greatly

expanded its scope and responsibilities in meeting environmental challenges.

Located in Washington, D.C., EPA headquarters is divided into twelve offices: Office
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7'3‘.» . S s&nﬁards, manage ccmplex

es,' a;yﬂx;ﬁadmﬂon and water. In addition, every EPA program

office is developing new technologies designed to prevent pollution. » There are also

ten Regional Offices which administer EPA programs and provide technical assistance

to state. local and tribal governments. World-class research and development in all the

environmental disciplines is carried out in our 20 research facilities. - At last count,

Ei{[’C"OPY AVAILABLE EPA employed almost 19,000 and the numbers continue to grow.
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Treatment and disposal
of waste dare nat
enough; pollutanes must
be prevented from being
generated in the first
place. We have learned
the inhevent limutattons
of treating and burving
waste. A problem
sulved in one part of the
enuronmnent may
become a new problem
in another part. We
must curtail pollution
cluser to its pomne of
ongin so that it is not
transferred from place

to place.
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SETTING STANDARDS EPA is responsible for setting standards that help
protect the public’s health and welfare. Whether
this involves restricting pesticide use or setting
emission levels for automobiles, EPA is taking steps

to ensure a cleaner future.

ENFORCEMENT AND he Agency's philosophy has been to encourage voluntary compliance by
MONITORING
private industry and communities, and ensure that state, local and tribal
governments perform enforcement activities necessary to meet EPA standards.

i& Various types of monitoring processes and activities exist within EPA. Some

are broadly based monitoring programs that determine whether pollution levels

and emissions are increasing or decreasing. Other methods of
evaluation determine if the various abatement programs e

c £ r"‘ .
e Nt EPA’s 20 vear  developed bv EPA and state and local
5 ¢ b Y o 21
ﬂ*%%éﬁ%‘)‘ efforts toward a cleaner
MER &9 environment and improved

human health have been vigorous. Worldwide, the belief that

/RENDS
FOR THE
FUTURE

governments are as effective as they

industry cannot endure the restrictions of environmental
should be.
controls, is being replaced by an awareness of industry’s role

in nurturing the environment. ¢+ Protecting the planet is a

huge commitment and to be successful it will take everyone Q:l,g
working together. Complementing EPA’s efforts have been

state, tribal and local governments, citizen's environmental

organizations, and countless individuals, many of whom have

been working on pollution control for years. EPA has

developed five new themes which reflect future directions for

ensuring a cleaner environment: pollution prevention,

voluntary action, reducing risks, economic incentives, protect-

ing natural resources. it's time to develop a new pattern of

environmental management — working with nature.

Q
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GEOGRAPHIC LOCA-TIOS | ADMINISTRAINIVE CAREERS IN EPA

EPA headquarters s located in
Washington, D C | one of the
~country’'s most culturally-rich areas

°

Although one-third of EPA’s

positions are N our natton’'s capital,

we hire admimistrators at all ten ' he future of the environment will require that diverse teams
Regional Headquarters and Field

Offices The Regional Offices are of professionals wori: together to meet the growing

located in major cities throughout

the U'S with Field Offices and Labs demands and challenges to preserve and, when possible, restore our

located in areas that geographicalily
. -
and environmentally enhance each

environment. Individuals who have backgrounds in liberal arts,
lab’s mission

business, accounting, law enforcement, education and many

. g
N

ENVIRONMENTAL REFEQ‘&“C{; \* other disciplines are essential to achieving EPA’s mission. -

- ‘4:, .’.:i
The following publications can PSS
provide you with more information

: Before choosing a career in the environmental field, consider
on environmental careers

Newsletters Biocycle . . . . ,
Journal of Waste a few questions: What do you enjoy doing? Where do yvou excel?

Environmental ’
Recychng

Opportuntties Emmaus, PA 18049

Box 670

Walpole NH 03608 Buzzworm ' How much education do you want to pursue? In other words,
PO Box 6853

Syracuse, NY 13217 7930

P

Job Scan
The Studem
Couservation Assa . loc ¢ The Environmental - narrow down vour goals and then investigate the various jobs that
PO Box 550 Magarine :

Charleston, NH 03603 PO Box 6667

Syracuse NY 13217 7934

The Jab Seeker N deal with improving the environment. There are many ways to find
Rt 2, Box 16 Garhage ) )

Warrens WI 54666 P Box 51647

[ ‘80321 1647
The Nature Peopte Boulder 0803

Cateer Services : Triends of the Eanth
PO Box98 ‘ 218 D Street. SF
Warrans, WI 54bbb Wastingtan DC 20003

faviconmentat Garpers 202 544.2600 Human Resources Office for more intormation. &

Circulation Dept Warld Watch
780 Whaters Way Suite PO Box 6991

100 A Syracuse NY 13217-9942
fort Colhns CO 80

out more about careers in the environment, Write or call any EPA

Books

Perniodicals
The Complete Gonie 1o

Hennurce Recycbng Frgiconmental Careers

H 0 Box 10540 I band Press

Partiand (R 37210 1833 Hax 7 Dept 4CC° 8
Covelo LA AE

W o .
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A DAY IN THE LIFEOF ... (¢ ello, my name is Eric. I work in OPPTS (Office
of Prevention, Pesticides & Toxic Substances) as
an environmental protection specialist (EPS). Although

i I'm considered a specialist, I'm learning new things every

Estelle « "m a budget analyst for the Office of Inspector day. We've done some pretty harsh things to our planet. I
General (OIG). My primary responsibility is to determine
whether budget allocations sre being made within the know it takes dedication and discipline to be environ-

confines of our guidelines and also to ensure

mentally responsible, but after
they are in line with the primary goals

of the Agency. if it sounds like a you've seen and heard some

lot of number crunching, it is.

of the things I have,

But, number crunching is

what | enjoy. | like to see
you would never
things baiance. You

might be surprised to even consider the

know that there’'s

wasteful lifestyle
actually a great deal

of diversity in this you once did. i

kind of work. in the

0IG we deal with The most impor-

every EPA office on

tant part of my job
1 on-going basis.

s Things have been as an EPS is to draft

changing so rapidly that my

, . and issue compliance
job has remained very challeng-

ing. i Although | truly enjoyed the monitoring strategies. In other

work | did in the past for a private

P o C ey
company, | find this is the work that makes me feel words, if a pesticide is cancelled or

vital. Plus, the little extras are a real plus. Even though there

suspended, my job is to instruct the regional and state
are so many of us here, the benefits are very peopie and

family-oriented — like the Flexible Work Schedule, which  inspectors in what actions to take. & Working with EPA

almost everyone who has a family uses. It's nice to know

furt 1 igi
that if you want to, you can come in at 7:30 am and leave at 4 has done a lot for me to further my goals. [ was originally

pm. it's the flexibility built into the Agency policies that an attorney but wasn't feeling fulfilled. Now, I realize
enhances my family life. I’'m very appreciative of that.”

there are unlimited avenues for growth. I'm working with

Susan in Human Resources to plot my career path at

R

) - : . 9 . o
EIK‘[C PO L L sevbiiee 3 g EPA. What more could I ask tor?
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JOB REQUIREMENTS
FOR ENVIRONMENTAL
'ADMINISTRATIVE B
CAREERS
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here arc hundreds of rewarding and fascinating jobs in XPA

for you to investigate. Our scientific and engineering

colleagues work closely with many other specialists to develop and

implement program activities. Here at EPA, we have professionals

from every background. You will find budget analysts, environmen-

tal protection specialists, education specialists, computer specialists,

information resource specialists, program and management analysts,

economists and human resource specialists to name a few of

] _Students seeking undergradu-
" ate degrees may prefer to
7129 major in traditional areas
rather than concentrate on environmental
studies. Federal, state and local govarnment
agencies often hire persons from traditional
fields and train them for environmental appli-
cations. Also, students with such educational
backgrounds are in a strong position to
compete for jobs in non-environriental
companies if they are unable to find employ-
ment in environmental fields. ‘* Most jobs at
EPA are in the competitive service, which
mcans that applicants compete with other
candidates and must be evaluated by the
Office of Personnel Management (QPM). In
order to get on the appropriate lists, contact
the nearest Federal Job Information Center to
see whether applications are being accepted in
your area for the kind of work you want. If you
are not sure what kind of work you want, a job
information specialist may be able to suggest
the type of work for which you qualify, based

10

on your education and experience.

the occupations which

are needed to get the

important work of EPA

done. Each occupation

has separate qualification

standards depending on

the position to be filled.

The following page pro-

vides information on basic

requirements for a few of

the more common admin-

istrative occupations.




SELECTED JOB TITLES
AND DUTIES

f vou have a specific occupational area vou are interested in

and it is not listed here, please contact any EPA Human

Resources Office for more information.

AUDITOR/ACCOUNTANT & Auditors review financial end program
".* mensgement. They ara interestad in identifying ways for the Agency to be
::‘,‘.- morse effective and reduce costs. Often they are required to travel to
programs both insida and outside of the Agency. -« Maost of the accountents
at EPA are responsible for ensuring thet debits end cradits sre
posted to the proper accounts, correcting misepplied
cherges, and disbursing funds. Some sccoun-
tants are involved in developing policies
and procedures, and others work with
computer specialists to design
and maintain EPA’s automated
fisancial managemant systems.
s A bachelor's degres in
-ccounting or a bachalor's
degres in a related field with 24
semaster hours in accounting or
a certain combination of work
axperience and education is
required for entry-level positions.
Graduate dagrees or specialized experi-

ance is required for more advanced positions,

MANAGEMENT AND PROGRAM ANALYST \

¥ In these positions vou would serve as a staft analyst.

ﬁ evaluator. or advisor to management. Management analysts work on
i

administrative management matters such as organization design,

distribution of work assignments and delegation of authorities. ¢ As a
program analyst vou would be involved in planning. analyzing. and
evaluating EPA programs and operations. You will set and assess program
objectives and policies: measure work operations and progress: and
develop resource cstimates. Qualifications vary by position and grade.
Entry-level positions require an undergraduate degree or appropriate
experience which demonstrates qualifications for the specific position.
A'\H:imrcd positions will require specialized experience or a graduate degree.

ERIC 11
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ENVIRONMENTAL PROTECTION SPECIALIST & There are over

2.000 environimental protection specialists (EPS) who pertorm a wide
variety of duties at EPA. An EPS can be involved in anvthing from
monitoring the implementation of environmental plans, to overseeing the
distribution and effectiveness of grants. Protessionals in
this occupation work to conduct research related

to environmental programs with scientific

" and engineering colleagues. -8 Due
l_:,z\ 10 the diversity of positions in this
‘ vecupational area, quaidfication
requirements are quite broad.
Entry-level positions require
cither a backelor’s degree
or general experience.
Superior communication
skills are a kev for success in
this occupational arca.
ﬁ BUDGET ANALYST,
CONTRACT SPECIALIST,
FINANCIAL SPECIALISY « |f
you are interested in management of
finencial rexources, thesas specislities would be
for you. Budget analysts formulate budget and cost
astimetes to support program plens. - Contracting services are an
integral part of getting tha work done at EPA. In this cepacity you « duld be
involvad in contrecting with commercial and noncommercial sources for services
and products to support EPA clients around the Agency. » Financial specialists
perform e wide variety of work in support of the Agency's various finencial
functions. Many specislists ars involved in development of financis| policiss and
procedures, while still others design formets for reporting finencisl information
and preparing financial reports for use by Agency mensgement. ¢ Thare are no
specific dagree requirements for thess occupations. Entry levs! jobs ere usually
filled by individusls with & bachslor's degree and en interast in finsncial or budget
arsas. You mey slso guslify if you have thras yesrs of experience in relevent

sdministrative or professionsi sraes.




HOW TO APPLY

e LTI, If you have an overall GPA of 3.5 or greater, or

A 4

EPA Headgquarters
401 M Street, SW
Room 3020
Washmgton, DC 20460
202 260-3266

Regionai Offices

EPA Region 1
JFK Office Building
Bostan, MA 02203
617 565-3719

EPA Region 2
26 Federal Plaza
New York. NY 10278
212 264-0016
Q
ERIC
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¢'re looking for high quality people — hard

workers and self-starters willing to persevere in

any task undertaken. Entry-level positions start at grade levels

5 and 7 of the General Schedule, Nearly 100 different types of

occupations are hlled through this program, using one of two

graduated in the top 10% of your class, you are eligible for non-

comzetitive appointment for some entry-level positicns

{General Schedute grades 5 and 7) through the Cutstanding

Scholars Program. This allows you to submit your Application

options: a written examination or

direct appointment based upon

superior academic credentials.

for Federal Employment diractly to an EPA office in the

geographic area of your choice. ¢

A written examination

managed by the U.S, Office of Personnel Management (OPM) and the Administrative Careers with America

{ACWA\) Is required for all other entry-level applicants except auditors and accountants. You can find out more

about the examination, such as when and where it is given, by contacting your nearest OPM Federal Job

information Center, listed on this page or call (900) 990-9200,

Individuals who qualify for auditor and

accountant positions should submit their completed Application of Federal Employment {Standard Form 171) to

the nearest OPM facility to be rated for your occupational series, Once you have received your rating you may

submit your application to an EPA office which has appropriate vacancies.

EPA Region 3

841 Chestnut Street
8th Floor

Philadelphia, PA 19107
215 597-8922

EPA Region 4

345 Courtland Street NE
Atlanta, GA 30365

404 347-3486

EPA Region 5

77 West Jackson Bl vd
(MP-4J)

Chicago, IL 60604

312 353-2026

EPA Region 6

1445 Ross Avenue
{6M-HP) 12th Floor
Dalias, TX 75202-2733
214 655-6560

EPA Region 7

726 Minnesota Avenue
Kansas City, KS 66101
913 551-7041

EPA Region 8

999 18th Street

Suite 500

Denver, CO 80202-2405
303 293-1487

EPA HUMAN RESCURCES OFFICES

EPA Region 8

75 Hawthorne Street
San Francisce, CA 94102
415 744-1300

EPA Region 10
1200 Sixth Avenue
Seattle, WA 98101
206 553-2959

Aesearch and
Development
Laboratories

EPA

MD-29

Ressarch Triangle Park, NC
27711

919 541-4268

12

EPA

26 W Martin Luther King Dr
Cinctnnatt, OH 45268

513 569-7812

EPA

P.D. Box 98516

Las Vegas, NV 89193-8516
702 798-2401

Also ssrves labs in:
Ada, OK

Athens, GA
Corvallis, OR
Duluth, MN

Edison, NJ

Grosse lle, Mi

Gulf Breeze, FLA

Narragansett, RI
Newport, OR
Warrenton, VA

Ficld Offices
EPA

Building 53

Box 25227 (DFC)
Denver, CO 80225
303 236-5114

EPA

2526 Plymouth Road
Ann Arbor, M| 48105
313 668-4220




fraass these materals on to anothear mterested cnvoonmentalist.
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RUHSU, Rt’(‘_\‘clu, Restore.

force To thisend, EPA’s
olicy is to provide eqﬁkal

employment opportunity for

everyone to prohibit
discnmimation in emptoyment
because of race, cotor,
religion, sex. :l(]('.‘, national
origqin, or disabibity. and to
promote the full realization

of equal emiployment
opportumties on the basis ot
metrt and hitness through

a continumng athirmative

cmployment proagram

Q ¢ ]
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